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28 March 1947

MEMORANDUM TO: Chief, ICAPS

SUBJECT: Proposed Statement of Misslon, and Table
. of Organization, Reference Branch, ORE
Attached hereto is a copy of the proposed Statement

of Wission and Table of Organization as approved by Mr, -

J. Klahr Huddle, Assistant Director, ORE,

Executive Officer, ORE and Colonel Petry, Chief, Flanning
Staff, ORE. It is anticipated that formal presentation
of the Statement of Mission and Table of Organization
will be edited, approved and issued by the Advisor for

¥anagement in the near future.

Acting Chief
Reference Branch, ORE

Attachment
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. K . 25 March 1947
SECREY CENTRAL INTHLIIOENCE GROUP

RAPERGNCE BRANCH, ORAE

Statement of Lission

The Reference Branch has been established in
order {0 centrallze various reference functions
related to the intelligence activities of the United
States Government, and to provide a reference li-
brary for CIG. Records will be maintained of all
availebls intelligence information sources, intelli-
gence information, and intelligence in order to
provide ready accesaibility thereto, This Rranth
serves as Reference Center for CIG and the member

OF THE CHIEF

The Office of the Chief is given the responsibility to establish the
owniral referente astivities for CIG and the mmsber agencies, and is
sharged with maintaining all eppropriste liaison, sdministration and
poliay making activities,

™ha Office of the Chief will:

“Ll.. Establish & machine operstions center for appropriately and
i

offiviently reccrding and filing intslligence information and intelligence
in e readily accessible state for later listings, tebulations and stas
- cal reporting by machine ressarch techniques for CIG and the member

L . P8

2. Esteblish a certral reference repository for intelligence docu~
3 and materials for the primary use of CIG offices, and particularly
for the use of the Office of Reports ami Estimates, )

« Eateblish central record files of the actual locstion of all
pote intelligence sources and existing intelligence documentary
materials portaining to the national security (whether inmedistely acees-
8ibls within CIG or available elsewhers),

» Represent the Reference REranch in all major interwoffice and
ency coordination, correlation and functional activities,

4 Establish an Executive Staff » Coordinating Staff and functional
officés for earryirg out those aspects of the mission of
e Lo car Tadow: pec e slon of the Reference
ol
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The Exssutive Staff will:

1. Coordinate administrative procedurss of tho Reference Branch,
inoluding the esteblishment of tables of organization; personnel adsini-
otration; budgetary, space and property and equipment allocationsj and
seturity ma other regulations,

. Prepare administrative reports for tho signature of the Chief
&8 required,

The Coerdinating Staff wiils

~ de Coordinate the employment of machine facilities and mervices to
satisfy adeinistrative requirements as they develop within CiG, and to
sstisfy intelligence requirements calling for special machine tcchniq\w-
and ssthods in CIG and its member agencies,

2. Coordinate the establishment of appropriste recard files to enable
prempt and efficient location of any dosumertery material when and as
requested, These records are to include information relative to the asces-
sibility, quantity and paturs of information axisting in libraries and
dosumettary material centers in the Washington area and elsewhers, :

3. Initiate and secure interwoffice and inter-departmantol coordi-
;nion in the flelds of foreign intelligence of interest to the Reference

ho Comrdinate astivities betwsen machine operstions and library
fanctions within the Reference Branch,
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S-CERAFHICAL INTELLIGENCE REGIST:R
Statemant of Mission

 SECRET

- In implementing the policies cstablished by CIG Directive No. 16,
*fh!txgi.pnion of the Blographical Intelligence Reglster is hereby established
a8 follower

! The Blographioal Intelligence Negister wills

1. Haintain, by machine techniques, a detalled and current file of
biographical intsliigence date concorning important foraign porsonalities
in afll f4oids of husan endeavor,

2, Repord the membership, nature and type of the businoss, professional,
sosfal or fraternal organigations, -

3. Maintain & Master File on all forofgn personalities and organigations
and such other biographic files desmsd necessary to augment the information
econtained 4n the zachine rosords, g

&s - Provide and/or locste upon request detailed biographieal information

regarding any important foreigner,

?a Survey the Register at regular intervals to ascortain the sgope
intent-and timeliness of avatlable foreign blographisnl intelldgense, Pl

L-B‘. Pémo statistical reports and caleulations on the Pbintaa ct-
strength and the gaps .in available blographical information and bring all
‘12::;3“’“! o the attention of the appropriste authorities for remedial
rY H : ’ )

.94 Appriso intorested offices and agengies of the geners)l content anc
capabilities of the Reglater, agens genersl content and
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The Contral Index will:

1. Index, by business machine procedures the subjoct matter of all
available reports, and other documonts, of a foreign intelligence nature,

2, Locate and identify upon request all availsble intelligonce mae
terials pertaining to any specific foreizn subject or area,

3. Amnlyse the Index at regular intervels to determine supersbundance
or dearth of available documentary foreign intelligence on any subject of
interast to the national security.

‘."é.f Apprise the pertinent officos of the results of such analyses for
eppropriate action, ;

E fSaﬁ Prepars and distribute socession lists of all newly sequired,
important forefign intelligence documents,

3 6e Provide, upon request, complete bibliographics of available intele
ligente materiel on any speoific foreign subjest or ares,

_ 7s Naintain and analyze the IRi card files of Forsign Funde Control :
end sinflar specinl IEX files for listings and statistical intelldgence infore
aatm:: within the eapabilitiss and physisal limitations of the Refersnce

8. Asquire, cods and process the special U,S, Bombing Survey Reports
and sinilar tpu{al dooumentary files within the linits set down by respone
#ible intelligence and research offices, and limited only by the capabilities
end physissl limdtations of the Reference Bransh,

FOREIGN INDUSTRIAL REGISTER
‘The Porelgn Industrinl Reglster wills

1. Haintain an up«to~date genersl file, by machine msthode, of parti-
- nent industrisl installations, developments and resourcos, and their inter-
mational or funetional relationships, ‘
2+ Correlate these data by machine techniques, upon request, for the
purpose of sconomlo analysis on country or world-wide senle op for statis=-
tical computations, ’

3. Provide, by michine teohniques sppropriate econem‘lé or operational
details of any particular foreien industrial installation. i

- he Survey the Register at regular intsrvals to determine the nature
and extent of availsble intellipence regarding all foreign industry,

5. Apprise interested offices of the content of the Register and 1its
general capabilities through appropriste file dnalyses, 6 '
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Cou i fs
EEAN “\m INT<LLIGENCE DOCUMINTS

Intelligence Cocuments will:

1, Classify and catalogue all intelligence documents of a foreign
intelligence nature available to CIG.

2+ Uaintain one eopy each of such documents for permanent reference
file and a second copy {when available) for limited loan purposes,

' \3. Estgblish efficient proecedures for the prompt documentation of
single copy items, reseived by CC&D, upon arrival in the Referenee Branch,

he Initiate the procurement of reference material for use of the
research branches, in ORE,

‘ J;S. Provide the Central Index with the cataloguing information required
for the preparation of aceession 1ist IBM cards.

w6. Provide the Central Index with olassiflsation information and a
BID breakdown on every dooument processed by OCLD,

s GRAPHIC MAYERTALS

_“Graphie Materials will:

1. Operate s central reference and loan file of charts, mape and
blueprints required for intelligenge purposes and a complete index of all
graphic mterials, their location and availability to the Referenss Braneh
for CIG and member agencies, '

2, Establish and maintain a central reference and loan file and s
single index of available intelligence films throughout the government
agencies and elsewhers. -

3. Set up a central pictorisl records reference and loan file and
mo the required classification information for maintaining the Central
' mechine resords on available photographs,
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Coordinating Staff
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Index Division
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25 darch 1947

] Dossier Division
Foreign Personalities

E - Seation :

© Foreign Orgenisation

é . Seetion

H Index Divieion

| BIOGRAPHICAL |

- INTBELLIGERCE !

1 Control Division
U,S, Citizens Sestion
B.ess.dcut. Allens Section
U.S, Organisations
Gection -
| Index Divielon

o B

-

- Office of the-

» .

CENTRAL INDEX NTACT CONTROL)

Bivliogrephic Diviston

Selected Referencs, Actas-
sion and Cirsulation
Division B

Exmcutive Staff
" mrrsrircemcs )
- | DOCTMENTS :

Pigtorial Records Division
Map Division
Film Division

CRAFHIC MATIR
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@ 25 @en 1947
REPERENCE BRANCH, ORE

1) Chief of Refersnce Branch
Deputy Ghief of Branch, Chief of Coordinating Staff
Deputy Chief of Coordinating Staff
Intelligence Officers (2)
Chief of Executive Staff
Administrative Aesistant
Secretary and Administrative Assistant to Chief of Branch
Secretary to Deputy Chief of Brench, Property Equipment and Security
Officer, Sesretary to Chisf of Coordinating Staff
Clerk-Stenographers (2)
Clerke {2), Clerk-Typist
Clerk ,
Chief of Contact Control Register, Chief of Biographical Intelligence
Reglster, Chlef of Foreign Industrial Register
Chief of Records and Control; Chief, Biographical & Intelligence
Specialist; Chief, Poreign Industrial Specialistj Chief, Intelligence
Dosumente & Materials Specialist
Intelligence & Control Officers (4)
- Assistant Intelligence & Control Officer, Report Editors (5)
Report Analysts (7) , _
Chief Tabulation Operations Supervisors (2)
Chief Tabulation Operations Supervisor ‘
Tabulation Operations Planners (7;
Tabulation Operations Flamners (3
Cods Supervisors (2); Tabulation Supsrvisors (4); Secretary & Administree
tive Assistant to Chief of Contact Control Reglster; Secretary &
Adninistrative Assistant to Chief of Biographical Intelligence .
Reglster; Secretary & Administrative Assistant to Chief of Foreign
_Intelligence Reglster; Code Reviewer
Clerk Stenogrephers (4), Code Clerks (13), Secretary & Aduinietrative
g Assistant to Chief of Central Index, Xey Punch Supervisor
(24) . Clerke (2), Clerk-typist, Key Punch Operators (6), Tabulation lachine
, Operators {5), Key Punch Verifiers (3)
. (25) Chief lLidrarian .
_Librerian (2), Chief of Graphic Materials
27) Head Classifier, Head Cataloguer, Assistant Librarian, Chief of Pictorial
, g::orﬁghgivinion, Chief of Map Division, Chief of Film Division,
grapher :
(28) Classification Analysts (4), Cataloguers (10), Head Accessioner,
Head Reference Librarian, Interpreter-Classifiers (2), Classifiers (2)
Asaistant Cataloguers (3), Assistant Clsssifiers (5), Research
Anslyste (2), Intelligence Cartographer, Film Rditor
3 gigraiy Assistants (4), Accessioner '
retary, Administrative Clerk, Secretary & Administrat A
to Chief, Graphic Material i rative Assistant
32 Clerk-Stenographsrs (6)
gz Stack Supervisor
8enior Accessions Clerk, Circulation Desk Clerk, C ‘
35 Accession & File Clerks (2) ? irculatiéé Clerk,

; Clerks (3), File Clerk
- Clerks (3), Pile Clerk

CONF IDENT 1AL
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REFERENOE BRANGE, ORR

(Fable .of Orgenigetion)

OFPICE OF PAE CHIZP

Chief

Despasy Chief

Searestary snd Administrative
_Assistent to Chief
Secreiary $o Deputy Ohief

EXECUTSYE SOAPR

Chief

Muinistrative Aeglstant
Property, Bguipment A Security
- Officer

Clerk=Stenographer

Clerks

Olerk

GOOEDIRATING STAFY

Ohilef

Depaty Chief
Intelligenge Officers
Secretary )
Clerie-Stenographer
Cleti=Typiats

CORPACY CONPIOL REGISTRR
Offies of Chief of Begleger

oalef
Searetary & Aaiatetrasive Assistant

Gontrol Divisica

Chief of Retords & Ceatrol

Iutelligenae & Control Officers
Agsietent lntontmo & Control Offfcer
Heport Rditors

Beport Analysts - ,
Cletk-Stenographer .
Clerks

CONFIDENTIAL
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QONTAQ? CONTROL RZGISTER (Continued)

Index Division

Chief Tabulaslon Operations Supervisor
Tabulation Operations Pleaners
Tedulstion Operstions Planner
ClerkeTyplat

Code Superviger

Code Clerks

Key Punch Operztors

Key Punch Verifiers
Tabuletion Supervisor
Tabulation Machine Operstors

‘npwuuwwa-uu

BIOGRAPRICAL INTELLIOENOS RIDISTER

Office of Chiel of Begister

Chief
Secretary & Administrative Assietant

Dossier Divigion

Chief, Blographical Intelligence
Specielist

Intelligence & Control Officer

Repors Rditors

Report Antlyets

Clerk-Stenographer

Cleris

Index Blvli!g_l_’

Chief Tadilation Operations Supervisor
Zabulation Operatiens Planner
Tabulation Operstioas Plaaner
Clerk-Btenographer

Code Dumsvisor

Code Clerks

Koy Punch Operstors

Key Punch Yerifiere

Tabulation Burervisor

Tabulation Msohine Operators

'v-ronwur-wn‘uw

FORBION INDUSTRIAL 2K0IJZER
Office of Chief of Reglster

Chief
Seoretary & Administrative Agsistang
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FORBIGN INDUSTRIAL REDISTRR (Continued) Ratiag Nasber  fogad

Naster Pile and Statistical Records Division

Chief, Poreign Industrial scialle '
Intelligeance & Contrel Olfi’gor : :2
Report Rilsors p -]
Rapors Anelysis Pl
gic::snmzmhcr CAR=q
.
CA=g

Index Divisioa

Chief Tedulation ragio

Tebulstion Omntm :1::.?”"1"'
Pabuletion Opersticas Planner
Cleri-stenographer

Code Supervésor

Code Clerka

Key Panch Operators

Kay Panch Terifiere

Tabuletion Supervisor

Tebulation Nachine Operators

CENTRAL INDEX

B ]

Office of Ohlef of Index

Chief, Intelligense Docunémts &
Naterisle Spesislish
: Iaunim & Contrel Officer
Clerks
Secretery & Adainietrative Ageistant

Isdex Divieion

Chief, Tabulation Operstioas Supervisor
Tabdulation Operasions Plamaers :
Tabulation Operations Plsnner
Clerk=Stenographer

Code Superviesor

Code Reviswens

Code Clerks

Xay Pumch Superviser

Key Punch Operators

Xey Punch Vgrifiers

Tabulation Sumrvisor

Tabulation Machine Opsrators

'mnnuﬂonwnﬂbﬂ
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INPELLIOEECR DOCUMIN®S - fapag  Momhe ‘!'l 1
Offige of Chief
Chief Librarian ) W3
Secretary ' OAP-§
ASaiaistrative Glerk CAF=§
BiMitographts Divisson
Lidrarisa o ]
Cleri-Stenographer , CAP=¢
Classtficatton Sestioa
Head Clessifier
Clessiffication Aaalysis
Agsistant Classifiers
Libvrazy Aesistante
Oleths
Qlerke
Optalopuing Seedion
Hoad Catalogwsr

- Gataleguers
Asstetand Cay
Lidrary Anlstau
Clerke
Clerk

Accession, .

ihrariaa )
Cler-Stenegrapher
Assistant Lidrarim

Assession & Girculation Seepion

Bead Accessioner
Acostalonere )
Sonlor Aocossionn Clerk
Circulasioa Olerk
Cironlation Desk Clerk
Ssack Supervisor

Cl ovken

Yile Clexis

Beference Sestion

Head Heferemce Lidrarien
ClerkeStenographer
Research Analysts
Assigtant Beserrch Asalysts
Clerks

$0 b 4 98 0t 1t gt b
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ORAPEIC NATERIALS o | Bating  Nusber  Total
Office of the Chief |

Chief »8
Secretery & Administrative Assigtant CAP=P

Plotorial Records Division

Chief
Cleric=8¢enographaer
Gatalogueie
Interpreter~Classifiers
,Accesgions & Pile Olerks
Pile Glerke

Photo Interpretation Seotion®
Map Division
Chlef
Clerk-Stenographer
Geographer
Cataloguars
Clagsifiors
Intelligence Cartogiephere
Clerie-3tenographer
Clerks

Accesticns & File Clerks

File Clerks _
Msp 1ntelligence Section®
Certographic Seopica®

#ilm Divigion

Chief

Clerk-Stenogropher

Catoleguer -

Pilm ZAitor

Editorisl Assistonts
Glorks
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